HUMAN RESOURCE OFFICE
THE ADJUTANT GENERAL OF VIRGINIA
BUILDING 316, FORT PICKETT
BLACKSTONE, VA 23824-6316
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NATIONWIDE ARMY AGR VACANCY ANNOUNCEMENT
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ANNOUNCEMENT NUMBER: NW PSNCO- 06 (Thi s announcenent supercedes announcenent
#NW PSNCO- 05)

POSITION TITLE: Personnel NCO Personnel Service Sergeant/Adm n NCO
GRADES: SPC/ E-4 — SSU E-6 DMOS:  42A10/ 20/ 30

FEMALE ASSIGNMENT ELIGIBILITY: YES

UNIT: TBD (Various locations in Virginia depending on current vacancies)
OPENING DATE: 1 COctober 2005 CLOSING DATE: 30 Septenber 2006

POC FOR ADDITIONAL INFORMATION: SFC Sheryl Scott, (434) 298-6330, or DSN
438- 6330 or e-mail Ms Brenda Ralls at Brenda.rall s@a. ngb.arny. m|l

WHO MAY APPLY: Individuals nust be in the grade of SPC/ E4 through SSGE ES6.
Must be a menber of the Virginia Arny National Guard or be able to becone a
menber if selected for this position. SPC E4 and SGI/E5 have 12 nonths to
beconme qualified. E-6/SSG nust be qualified in MOS 42A30.

DUTIES AND RESPONSIBILIITES OF PERSONNEL NCO POSITION: Processes a variety
of mlitary personnel transactions involving the appointnent, enlistnent,
reenlistnment, separation, pronotion, assignnment, |line of duty action,
transfer, evaluation, qualification, attendance, clearance, training and

per sonnel recognition of enlisted and officer personnel in the Nationa
Guard. Provides assistance to nenbers and dependents invol ving benefits and
entitlenments, survivor benefits, and other personal affairs/famly support
activities. Reconstructs and verifies situations and facts pertaining to
each assigned transaction. Understands and applies substantive and
procedural requirenents, including rules, regulations, and precedent

deci sions, in independently acconplishing transactions ranging fromthe very
routine and sinple to the nost unusual and conplex. Initiates and maintains
mlitary personnel records for assigned and attached officer and enli sted

i ndi viduals, working with them as well as from supporting docunentation, to
ensure that information and data a current and accurate. Ensures conplete
and correct mlitary personnel data is provided and entered into autonated
personnel reporting systens as required. Perfornms a variety of mlitary
personnel related administrative duties to include typing and distribution
of correspondence and other witten material, maintaining naster files of
publ i cations, special orders, correspondence, etc, receiving and
distributing of nail, telephone calls and other information such as payrol
data, nmedical information, etc. Performother duties as assigned.



VAHR- M
SUBJECT: VaARNG Nationwi de AGR Vacancy Announcenent Nunber NW PSNCO 06,
Per sonnel NCO Personnel Service Sergeant/Adm n NCO

DUTIES AND RESPONSIBILIITES OF PERSONNEL SERVICE SERGEANT POSITION: Assists
the S-1 in personnel and administrative matters by acting as the point of
contact in issues relating to the welfare of the soldiers. Interprets,
under st ands and i npl enments Maj or Command and STARC regul ati ons, policies and
precedents pertaining to personnel matters. Acconplishes a variety of
personnel transactions, including appointnents, enlistnent’s, separations,
pronotions, orders, duty assignnents, transfers, officer and enlisted

eval uations, line of duty actions, security clearances, and retirenents.
Provi des counseling on benefits entitlenents, career and bonus prograns,
educational prograns, retirement progranms and ot her benefits. Assists
dependents concerning benefits and entitlenments. Ensures personnel actions
are conpleted in a tinely and accurate manner. Wirks under the direct
supervi sion of the Senior Personnel Sergeant and the S-1. Perform other
duties as assigned.

DUTIES AND RESPONSIBILIITES OF ADMIN NCO POSITION: Provi des advice, counsel,
and assistance to the commander and unit staff pertaining to personne

adm nistration. Interprets, understand and inplenents Maj or Comrand and
state regul ations, policies and precedents pertaining to personnel actions.
Pl ans, organi zes and adm nisters the personnel programfor the unit.
Oversees the staffing classification, assignnment and utilization of
personnel in accordance with progranmmed nmanni ng docunents. Acconplishes a
vari ety of personnel transactions including appointnents, enlistnents,
separations, pronotions, orders, duty assignnments, transfers, officer and
enlisted evaluations, line of duty actions, security clearances,
retirements, applications for schools, payroll actions, etc. Assists with
unit nobility requirenments including establishment of nobility folders,
passports, publication of orders, etc. Provides counseling on benefits,
entitlements, career and bonus prograns, educational, retirenent and ot her
benefits. Assists dependents concerning benefits and entitlenments. Ensures
personnel records are kept current and accurate and contain the proper
supporting docunmentation. Perform other duties as assigned.

QUALIFICATIONS FOR ENTRY IN THE AGR PROGRAM:

VEMBERSHI P:  When applying for an AGR position on full-tine National CGuard
duty (FTNGD) under State control, nust be a federally recogni zed ARNGUS
soldier. Appointnment, or enlistnent, nust be conpleted prior to reporting
to an initial AGR entry point.

AGE: If an enlisted soldier, nust be 18 years of age and not have reached
his or her 55'" birthday.

PHYSI CAL AND MEDI CAL: Must be nedically certified as drug free, be tested
negative for human i munodeficiency virus (H V), and not be pregnant, per AR
40- 501 and AR 600-110. Must neet the body conposition standards prescribed
in AR 600-9. Must neet the nedical fitness standards for retention per AR
40-501, chapter 3.

M LI TARY EDUCATION: |If an enlisted soldier, nust have conpleted initial
entry training (IET)
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YEARS OF SERVI CE: Must be able to conplete a 3-year initial tour of AD or
FTNGD prior to conpleting 18 years of AS. The date of nmandatory renoval
froman active status based on age, or service (w thout an extensions),
under any provisions of |aw or regul ation.

GRADE AND SPECI ALTY: If an Staff Sergeant, or above, nust possess the
required grade and MOS | evel, authorized for the AGR duty position.

REENLI STMENT OR EXTENSION:  If an enlisted soldier, nust be eligible for
reenlistment or extension per NGR 600-200 (ARNGUS).

ADM NI STRATI VE REQUI REMENT: Must sign an appropriate certificate of
agreenent and understanding relative to service on AGR st at us.

IF YOU ARE NOT CURRENTLY AGR AND NOT QUALIFIED YOU MAY APPLY FOR THIS
POSITION. HOWEVER, IF YOU ARE AN E-6/SSG SELECTED AND NOT QUALIFIED, YOU
WILL NOT BE APPOINTED IN THE AGR PROGRAM UNTIL QUALIFIED.

QULAIFICATIONS FOR SUBSEQUENT DUTY IN THE AGR PROGRAM: (This applies to
current on-board Virginia AGR enlisted only.)

1. Must possess the grade equal to, or below, that authorized for the AGR
duty position as described on the announcement.

Must possess or be able to gain within 12 months, the specialty required for
the AGR duty position- 42A10/20/30

HOW TO APPLY: Interested applicants nmust submt the foll ow ng docunents:
1. Conpleted NGB Form 34-1 (signed and dated)
2. Copies of last five consecutive NCCERs. |If you are a new E-5 and have

not yet received an NCCER or an E4/SPC, you nust submt a |letter of
recommendation in |ieu of the NCOER

3. Certified copy of DA Form 2-1. Certified neans having the
Personnel Services Branch (PSB), stanp or type that your DA Form2-1 is a
“True Copy” and a signature by PSB personnel not older than 1 year.

4. Photograph in Cass A uniform (taken within the last 12 nonths).
O ficial photo not required. Photo nust be dated.

5. Docunentation to support all periods of duty/service
DA Form 1506, or NGB Forms 23/23B.

6. Ceographical Preference Sheet

7. Any additional information the applicant may wi sh to submt.

8. Current physical (DD2807-1 and DD2808 conpleted wi thin

the last five years).

SECURITY CLEARANCE: Position requires a “SECRET” security clearance. Must
be eligible to obtain as a mninum an “interinf clearance prior to

appointment to the position. |If tentatively selected for a position and
soldier is not eligible for an interimclearance prior to appointnent to the
position, and a wavier is not approved, the offer for the position will be

r evoked.
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SPECIAL INFORMATION: I nconplete applications submtted for this vacancy
announcenent will not be considered. Applicants are responsible for

mai ntai ning current information on their application. Failure to provide
current information may result in non-referral for consideration.

REMARKS: Submit applications to this JFHQ ATTN. VAHR-M Building 316, Ft
Pi ckett, Blackstone, Virginia 23824-6316, NLT cl ose of business on

1 Septenber 2006. Do not submt application packets in notebooks, folders,
docunent protectors or with any other form of binding. No faxed
applications will be accepted.

A conmplete listing of all current Virginia National Guard AGR Enpl oynent
Opportunity Announcenents is avail able at www.varich.ang.af.mil (Cick on Job
Announcenent s) .

FOR THE ADJUTANT GENERAL:

/] signed//

DAVI D A. ARCHER

COL, AD, VaARNG

Human Resource O ficer


http://va.ang.af.mil/hro/jobs/jobs.htm
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